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Office Automation Clerk, GS-326-3 R3-29
Introduction

This position serves as a Office Automation Clerk located at a U.S. Fish and
Wildlife Service office where the incumbent performs a variety of clerical and

typing duties. Typical though not all inclusive duties include:

Major Duties:

-- Prepares correspondence, reports, technical papers, manuals,
tabulated data, and documents in final form on word processing and
related equipment or on automatic typewriters. Proof reads completed
work for accuracy.

-- Serves as office receptionist. Greets visitors, answers visitors'
questions and telephone inquires concerning familiar topics, refers
questions concerning unfamiliar topics to higher graded employees.

-- Responsible for receiving, stamping in, sorting and routing incoming
mail. Dispatches outgoing mail.

-- Receives training in the preparation of administrative documents,
office reports, general correspondence, and related office

procedures.

-- Performs other duties as assigned.

Factors:
1. Knowledge Required by the Position:

-- 8kill in operating an electronic typewriter, word processor, Or
microcomputer using a standard typewriter style keyboard with
additional function keys, to produce work accurately and efficiently.
Also, skill in operating related equipment, such as printers and
modems, as required. Qualified typist required.

-- Knowledge of grammar, spelling, capitalization, and punctuation to
type a variety of material accurately and in final form.

-- Knowledge of and skill in using standard and technical dictionaries,
text-books, style manuals, or other similar references to check such
matters as spelling and form.

-- Knowledge of the standard formats, forms, typing policies, and
procedures used by the unit.

-- Knowledge of office filing system, to file and locate material in
the file.

2. Supervisory Controls:

Incumbent works under general supervision, works independently
performing recurring duties in accordance with established procedures.



Office Automation Clerk, GS-326-3 R3-29

Receives instructions on new or revised procedures or new assignments.
The supervisor is available for advice and assistance on difficult
problems encountered. Completed work is checked for compliance with
office procedures or instructions, technical accuracy, and appearance.

3. Guidelines:

Guidelines are in the form of software manuals, procedural guides,
general oral instruction, or in accordance with established office
procedures. Employee uses discretion and judgment in selecting or
deciding on a course of action (e.g., in terms of arrangement, format,
or spacing). Significant deviations are discussed with the supervisor.

4. Complexity:

Incumbent performs a variety of related clerical and typing tasks. The
employee follows instructions and makes decisions regarding the
propriety of formats, certain routing arrangements, and comparable
established requirements in determining what is to be done. Actions to
be taken differ according to the requirements of particular originators,
such as correcting errors in spelling and grammar in material to be
typed. Incumbent must be able to work with language unique to a
particular area of fish and wildlife.

5. Scope and Effect:

The purpose of the work is to perform specific typing and clerical work
which contributes to the effectiveness, efficiency, and orderliness of
the office.

6. Personal Contacts:

pPersonal contacts are with other employees in the office and telephone
callers.

7. Purpose of Contacts:

Contacts are for such purposes as receiving work assignments, getting
instruction, receiving or giving information, reporting progress or
problems, and correcting typed material.

8. Physical Demands:

The work is sedentary. There is some standing, walking, bending and
carrying light objects such as papers and books.

9. Work Environment:

The work is performed in an office setting. The work area has adequate
light, heat and ventilation.



Office Automation Clerk, GS-326-3 R3-29
A condition of employment is the wearing of the official U.S. Fish and
Wildlife Service uniform in a manner prescribed in 3 AM 3 of the

Administrative Manual. Incumbent is required to obtain and wear uniform
components within Class and




